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SUPERVISICN RECEIVED; The work is supervised by the Assistant to the Chief, Oraphiec
and Reproduction Section, Dorothy D. Comstock, SP-7, Imstructions us to the priority
‘of work and the solving of umusual problems are given orsl}y. Since the files

are used by all menmbers of the staff, they maintain a constant check on the

soturacy of the keying, logging and filing. An error of any type would cause delay
in production and srrors in keying could cause errors in the printed copy. The
setting uwp of new files is completed on my own initiative and is approved und
roviswed by the constant use of the members of the ataff, When the work-icad

of the asction is heavy and dead lines have %o be met, eomplete supervisicn is not
sxeraisdd and, therefore the work must de always ccmplete and accurats.

File Clerk :
I maintain all files of the Oraphie and Reproduction Segtion. This involves:

1. The keying of all incoming graphic materizl submitted by the CIfice
of Naval Inteliigence, Military Intelligence Division, State Department, sirmy
Bap Service, ete. This material consists cf serial photography, sap originals,
golor proofs and lins-cut originals. 411 work is logged, sorted ascording to
JANIS chapters, assigned specific key mumbers and delivered to the chapter editors
or filed for future reference. o8

2. FKeying and logging in the reproduction copy (typed manuscript pages),
preparing it for shipment %c the printing establishments, logging out all
reproduction material (illustrations and text) to the printer, and preparing .
the necessary receipts. Shen this material is returned, the Hlus prints are o7
marked with key numbers corresponding to keyed originals and caption lists
and receipts are checked and returned to the printer. The cheoked blue
prints are then logged cut with the editoriai—nd-proofing reproduction order
and new receipts prepared. ‘

« 3. The preparation for shipment and logging out of the originuls of o
all’color inserts whigh require ssperste reproduction in ths various repro- /0%
duction departments of other government agencies, ie., Army Map Service, State
Departuent, etc. This involves making out necessary receipts and wrapping
the classified material according to seourity regulations.

L. The logging out of all grephic material that is sent tc the Board
on Geographical Nemes for chescking. Here, there is the responsibility of faeiy
checking on the progress of the work while it 1a at the Board on Geogrephical
Names, and, wpon its completion, of informing the editor that 1% is ready
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for ordering. 108

S. The returaing of all originels to the contributors. This comprises
keeping records of originals to be returned, filing these, obtalning necess.ry
reseipts and wrapping them for courisr service.

aith order tc have & thorough understanding of this work, it is nscesssry to
be familiar with all typss of graphic and text material handled in this office,
The grephic material consists of aerial photographs, asrial mossics, acetate
overlays, film positives, blue line chip boards, half tones, iine cuts, eto.,
and I must distinquish between these and handle them accordingly. The text
material ie comprised of origimal copy, marked copy, unjustified proof, jJustified
proof, finsl copy and blue prints and here again I must recognise esch, Also
I must be able to sort material according to JANIS ohapters which requires an
overall knowledge of the publication and chapter sontent.

Other duties includs:
- 1, Doing apprentice work in the Cartography Unit, assisting in the lay-out
aﬁ dnﬁéug of tables and charts requiring the use of the more simple drefting
instruments. Toag i

2. ﬁoaintiig in the proof reading of simple manuscript when the work load
of the Production Unit is heavy.

3. Other duties as assigned by the Board. 108
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